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1. Contract Analysis – Overview and Detail  
 

 

                      

 

 

 

 

 

 

1.1 About 

The Contract Analysis application provides an overview on 

the number of contracts, total amounts of those contracts, 

contracts expiring in 6/12 months, top 10 contracts with 

least available amount, and breakdowns by contract type, 

GL Category, and Account Assignment. Details on those 

contracts can be exported to excel or drilled down to the 

contract burn application. 
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2. Selection Criteria 
 

Upon execution of the application, the initial screen that appears is the ‘Selection Criteria’  

screen. To use the selection criteria of your choice, simply check the box.  All criteria can be  

applied together. 

 

 

 

2.1 Purchase Groups 

 
                Choose one or more purchase groups to apply as a filter for the data. 

1. Check the box for purchase groups. 
 

2. The purchase groups selection box is displayed. 
 

               

 

3. Click the purchase groups selection box. 
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4. Lists of all available purchase groups are presented. 
 

 

                                         

5. You can select one or more purchase groups by checking the box next to the purchase  
 

group description. Click OK at the bottom right hand corner. 
 

6. As a result, the selected purchase groups are returned to the selection criteria screen. 
 

 
 

                  

8. Click Submit, located at the bottom right to apply the selection criteria. 
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The results of the selected purchase group(s) are displayed. 

 

 

9. Click this icon  located at the top right hand corner of the application to bring 

up the ‘Selection Criteria’ screen below.  Uncheck ‘Purchase Groups’ to clear selection. 
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2.2 Cost Centers 

  Choose one or more cost centers to apply as a filter for the data. 

  Check the box for cost centers. 

 

1. A message box appears providing information on the use of this selection criterion. 
 

***Note****- Using this criteria will return all contracts linked  

(via contract lines) to the cost center(s) selected. 

 

                 

2. Click OK 
 

3. The cost centers selection box is displayed. 
 

                

 

4. Click the cost centers selection box. 
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5. List of all available cost centers are presented. 
 

                                                 

6. You can search using the search box at the top and clicking the search icon   or  

select one or more cost centers by checking the box next to the cost center  

description. Click OK at the bottom right hand corner. 
 

7. As a result, the selected cost centers are returned to the ‘Selection Criteria’ screen. 
 

                       

8. Click Submit, located at the bottom right to apply the selection criteria. 
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                The results of the selected cost center(s) are displayed. 

               

 

9. Click this icon  located at the top right hand corner of the application to bring 

up the ‘Selection Criteria’ screen.  Uncheck ‘Cost Centers’ to clear selection. 
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2.3 Contract Types 

 
                Choose one or more contract types to apply as a filter for the data. 

 

1. Check the box for contract types. 
 

2. The contract types selection box is displayed. 
 

               
 

3. Click the contract types selection box. 
 

4. List of all available contract types are presented. 
 

                                         

5. Select one or more Contract Types by checking the box next to the purchase group  
 

description. Click OK at the bottom right hand corner to apply the selection criteria. 
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6. As a result, the selected contract types are returned to the ‘Selection Criteria’ screen. 
 

                  

8. Click Submit, located at the bottom right to apply the selection criteria. 
 

   The results of the selected contract type(s) are displayed. 
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9. Click this icon  located at the top right hand corner of the application to bring 

up the ‘Selection Criteria’ screen below.  Uncheck ‘Purchase Groups’ to clear selection. 

                        

 

2.4 Vendors 

                Choose one or more vendors to apply as a filter for the data. 
 

1. Check the box for vendors. 
 

2. The vendors selection box is displayed 
 

               

3. Click the vendors selection box. 
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4. List of all available vendors are presented. 
 

                              
 

5. You can search using the search box at the top and clicking the search icon  or  
 

select one or more Vendors by checking the box next to the Vendor  
 
description. Click OK at the bottom right hand corner. 
      

6. As a result, the selected vendors are returned to the ‘Selection Criteria’ screen. 
 

 

                  

7. Click Submit, located at the bottom right to apply the selection criteria. 
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      The results of the selected vendor(s) are displayed. 

                        

 

8. Click this icon  located at the top right hand corner of the application to bring 
up the ‘Selection Criteria’ screen.  Uncheck Vendor to clear selection. 
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2.5 Multiple Selection Criteria 

 Choose any combination of purchase groups, cost centers, contract types and/or vendors. 

1. Check the box for purchase groups and contract types. 
 

2. The purchase groups and contract types selection boxes are displayed. 
 

                 

3. Select your criteria for both areas. 
 

4. Click Submit, located at the bottom right. 
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The results of the selected purchase group(s) and contract type(s) are displayed. 
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3. Header Information 
 

This area provides summary information about the data requested. 

  

 

 

 

 

 

 

 

 

 

Click this arrow to scroll to the 
next tile of information. 

Value shown represents the 
total number of open 
contracts. 

Value shown represents the 
total amount of for the open 
contracts. 

Value shown represents the 
number of contracts that 
expire in the next 6 months.  

Value shown represents the 
number of contracts that 
expire in the next 12 months.  

Value shown represents the 
total amount of the top ten 
contracts with the least 
amount available.  
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3.1 Header Information Detail 

All tiles in the header area that have the following icon  will provide more detailed  

information about those contracts. For example, clicking the open contracts tile will provide a  

grid view of the contract header details. 

 

 

 

 

 

Something cool! 

Located at the bottom right hand corner you will find this icon.  This icon will allow you  

to export those details to excel. Upon clicking that icon you will receive a message like below. 

Click Open. 

 

 

 

 

 

Excel will launch and display your data which can be formatted as you wish. 
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Something cooler! 

 
Notice from the grid view that Contract Number is set for drill down.  Clicking this number will bring  

up the Contract Burn Rate application for that contract and allow you to access more detail about 

the contract purchase orders, invoices, and burn rate. 
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FYI – closing the filter passed to the contract burn will display the other contracts listed in the 

previous grid so you will not  have to go back and forth. 

 

 

 

 

 

Close the filter to display 
the rest of the contracts 
from the previous grid.  
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Click on the back icon  to return to the Contract Analysis application. 
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4. Charts / Bar Graphs 
 

The detail area of the application displays three charts and bar graphs to provide 

summary information to the user. 

 

 

 

4.1 % of Contracts by Type 

Pie chart depicts the percentage of contracts broken down by contract type.  
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Each piece of the pie is clickable for additional information regarding that slice. 

• 52.3% represents 23 total Outline Agreements.  

• 47.7% represents 21 total DA Contracts. 

 

  

 

4.2 # of Contracts by GL Category 

Bar chart depicts the number of contracts broken down by GL category.  GL category is 

based on the GL assigned to the first non-deleted line on the contract. 
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4.3 # of Contracts by Account Assignment Category 

Bar chart depicts the number of contracts broken down by account assignment.  

Account assignment is based on the account assigned to the first non-deleted line on 

the contract. 

  

 

Something cool!   

Located at the top of the charts (4.2 and 4.3), the icons below provide added 

functionality. 

.  

 

 

 

 

 

 

Show/Hide 
legend 

Zoom in 

Zoom out 

Full screen 
view 


